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A Daily Schedule is useful for Flex schedules.

• Click on the Schedule Planner link on the left side of the screen.
• Click in the cell where the daily schedule is to be added.
• Enter start and end times.
• Click Tab to move to another cell or click directly in the next cell to be changed.
• When finished, select Save.

To copy a shift and add it to another day:

• Select the cell with the shift you want to copy.
• Select Actions > Copy from the menu, or right click within the cell and select Copy

from the menu.
• Select the cell where you want to put the shift.
• Select Actions > Paste from the menu, or right click within the cell and select Paste

from the menu.
• When finished select Save.


